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Using the Purchase Order (Search PCA) Page

The Purchase Order (Search PCA) page can be used to assist in the PO Close
Request process. Use the Purchase Order (Search PCA) to help identify POs that
have NOT been ‘Dispatched’ which may include the following:

1) POs created in GEARS by mistake or no longer needed

2) POs with PO Status (Approved, Canceled, Denied, Open, Pending

Approval/Cancelation)

3) POs with Budget Error
After you have identified POs that have NOT been Dispatched that are eligible to
be closed, notify DPCA (Procurement) which POs should be closed (via email to
DPCA). Procurement will then close the requested POs and any associated
Requisitions.

GEARS Navigation

Purchasing > Purchase Orders > Review PO
Information > Purchase Orders (Search PCA)

Favorttes | Main Menu > Purchasing » Purchase Orders > Review PO Information » Purchase Orders (Search PCA)

1.0 Process

This document is intended to provide a quick reference to using the Purchase Order (Search PCA) Page within GEARS.
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STEP

ACTION

DETAILS

1.

Specify the PO Selection Parameters.

Select the criteria for your PO

selection, and then click | S=arch

@ To select POs that have NOT
been ‘Dispatched’ for your PCA, enter
parameters in the Program Cost
Account (PCA) and PO Status fields.
You should run a search and analyze
PO results by the following PO Status:
Approved, Canceled, Denied, Initial, Line
Denied, Open, Pending
Approval/Approved, Pending Cancel.

Note: POs with PO Status ‘Complete’
are already closed in GEARS.

Purchase Orders (Search PCA)

Enter any information you have and click Search. Leave fields blank for a list of all values.

~ Search Criteria

Business Unit: = - [MDJuD Q
PO ID: ‘begins with ~ |

Contract SetiD: begins Mth - \ Q
Contract ID: begins with [ Q
Release Number: = - [

Purchase Order Date: = A N
PO Status: |= 'I - I
Program Cost Account: begins with ~ |
Vendor ID: begins with ~ Q
Vendor Name: begins with ~ | Q
Buyer: begins with [ Q
Buyer Name: begins with ~ | Q

[Tl case Sensitive

Search || Clear |Basic Search Save Search Criteria

@ To view POs in your PCA including all PO Statuses, except those POs that
have already been closed or dispatched, use the following parameters. Enter
your PCA number in the ‘Program Cost Account’ field. Set the PO Status drop
down to ‘in’, Hold the CTRL key and select Approved, Canceled, Denied, Initial,
Line Denied, Open, Pending Approval/Approved, and Pending Cancel.

Purchase Orders (Search PCA)

Enter any information you have and click Search. Leave fields blank for a list of all values.

~- Search Criteria

Business Unit: = - WDiJuDi Q
PO ID: begins with «

Contract SetiD: begins with « [— Q
Contract ID:

begins with « Q
-~

Release Number: = [

3]
Canceled
Complete
Denied
Dispatched
Initial
Line Denied
Open

Purchase Order Date: =
PO Status:

IProgram Cost Account: begins with

Vendor ID: begins with
Vendor Name: bééins with
Buyer: begins with
Buyer Name: begins with

[[] case Sensitive

Search Clear  |Basic Search Save Search Criteria
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2. The results from your search criteria
display the following fields: PO ID,
Contract ID, Release Number, PO Date,
PO Status, Program Cost Account (PCA),
Vendor ID, Vendor Name, Buyer, PO
Type, Purchase Order Reference, Hold

From Further Processing.

Note: Make note of any POs that are
eligible to be closed. Submit an email
to DPCA (Procurement) with a list of
POs to be closed.

Search Resuits

- Firit 4] +

@ The page displays a certain number of POs at a time. Depending on the
total number of results, there may be more POs as a result of your search. To
view additional POs as needed, use the left and right arrow buttons on the top
right of the grid. In this example, there were 23 POs based on the search
criteria used.

IFirst [{] 123023 [3] Lastl

PO PurchaseOrder Holrom
fuyer Type Reference Further

e zeference Processing
YASHICA.FORRESTER General (blank) N
YASHICA FORRESTER General (blank) N

@ You can click on the link for any of the POs to access the PO
Header/Inquiry Page to look at a more detailed view of the PO.

Purchase Order Inquiry
Purchase Order

Business Unit:
PO ID:

MDJUD
000047272R

PO Status: Dispatched

Budget Status: valid

PO Date: 08/28/12014 Doc Tol Status: Valid
Vendor Name: MARYLANDBU-001 Backorder Status: Not Backordered
Vendor ID: 0000005057 Vendor Details Receipt Status: Received
Buyer: FORRESTER Hold From Further Processing
YASHICA

PO Reference:

Merchandise: 1121320

:eager gela\\S ; — Document Status Freight/Tax/Misc.: 0.00

Change Order Activity Summary ok nARUE
Encumbrance Balance: 0.00USD

Line Item 1D Item Description Category PO Qty UoM | | e Status

1 B CC-DC-015 Order for Emergency ~ CCDC_OTHER 15000 M 23378 USD Approved | @ S
2 B Form Printing Overagefor CC-D  |CCDC_OTHER 1.0000 AMT 2338USD Approved | @ ]
3 B DC-CR-005 Criminal Summons on  CCDC_OTHER 15000 M 263.40 USD Approved | @ ES]
4 B Form Printing Overage for DC-C ~ [CCDC_OTHER 1.0000 AMT 26.34USD Approved | @ =
5 B DC CV 1 Complaint Application CCDC_OTHER|  45.0000M 2,765.25USD Approved | @ ES]
6 B Form Printing Overage for DCC ~ [CCDC_OTHER 1.0000 AMT 276.53USD Approved | @ =
7 B CC-DC-CR-008 Bail Bond, revise ~ CCDC_OTHER 7.5000 M 72033 USD Approved | @ S
1 B Form Printing Overage for CC-D  CCDC_OTHER 1.0000 AMT 72.04USD Approved | @ =
9 B CC-DC-CR-009 Declaration of Tr  CCDC_OTHER 5.0000 M 326.00 USD Approved | @ ES]
10 B Form Printing Overage for CC-D  |CCDC_OTHER 1.0000 AMT 3260 USD Approved | @ =

& Return to Search | 15

4E] NextinList | =] Notify 7 Related Links

@ After you have reviewed details of the PO. Click the < Retum o Search

button to return to PO Selection results.
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3 If there were no results from the PO
selection criteria, the system will

return the message,

« No matching values were found. »

In this example, the search parameters
included, PO Status ‘Approved’ and
PCA ‘40801’. At the time of running
the search, there were no POs with
‘Approved’ status for that PCA.

Purchase Orders (Search PCA)

Enter any information you have and click Search. Leave fields blank for a list of all values.

Business Unit: = v \Mé]urii Q
PO ID: beginswith [ |
Contract SetiD: begins with v \ Q
Contract ID: begnswith ~[  Q
Release Number: = - [
= S E—

PO Status: = - Approved -
W?fwsm—l

g1 U 16}
Vendor Name: begins with v %O\
Buyer: begins with v \ 'Q
Buyer Name: begins with v /7 Q

[T] case Sensitive

Search Clear | Basic Search [g) Save Search Criteria

No matching values were found. I

@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer the

appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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